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The following pages explain the duties of president and give pointers and other information 
regarding chapter procedures and traditions. Nearly all of the information you need is in this 
notebook or the official Chapter President’s Book (The one with the maroon cover). Familiarize 
yourself with thè information in here. 


Advising/Contacts 


To start with, if you have questions, ask our chief advisor, Assistant Dean Larry Satzler, 
in Rathbone 1042. His email is larryv@k-state.edu, and phone (785) 532-5592. 
Our chapter, KS Gamma, is in District #9. Our primary district director is Brenda 


‘Kramer. She lives in Kansas City, and her email address is brenda.kramer@hotmail.com 


Always email new officer names and positions to Brenda after new officer elections at 


. the end of the semester. 


Jacquline Tweed, in Dean Satzler’s office (1042 Rathbone), is our primary contact with 
the college of engineering. She collects signature books, fees, and also receives our mail 
from nationals. She is very helpful and will do many other things if we need her to, You 


can contact her at tweed@ksu.edu. 


Our other chapter advisors are Professor Don Phillippi, Dr. Larry Erickson, and Dr. John 


- English. 


We have a Tau Beta Pi webpage for KS Gamma and Nationals. Nationals is 
www.tbp.org. Our chapter is http:/Awww.engg.ksu.edu/TBP/. We elected a web manager 
to keep it updated. 

We have a login ID (KSG) for the National website, which is used to perform most of our 
reports. Contact Roger Hawks at roger@tbp.org, or previous president to obtain the 
password. 

We also have a list-serve for TBP here at K-State. The address is thp@engg.ksu.edu. A 
list of. commands for managing the list serve is included in this notebook.. Dean Satzler 
and the web manager are the owners of this list-serve, so you need to remember to 
change that every semester. Also, it is probably wise to make your own list-serve (or just 
a group) of officer emails to facilitate easy communications with them. 


’ Chapter Operations 


There is a Tau Beta Pi drive on K-State Online. There are folders for each officer in the 
drive, and they contain electronic copies of all the letters and important documents we 
create or send out. The president’s folder contains lots of miscellaneous stuff. Always 
check this drive to see if what you need might be on it. At the start of each semester ask 
Dean Satzler to give permission to new officers. 

Keep bulletin boards and display cases updated. The editor should take care of the 
bulletin board, but have the VP elect or someone like that take care of the display case. 
Also, remember to do food drive and take care of trophy. 


Make sure to get reports in on time so we get this award back. After we get the award for 
three years in a row, we get a $500 dollar scholarship. We then give this out to our 
members ($250 each semester). To determine who wins, keep track of all members who 
attending general body meetings and service projects. Each time they attend, they get to 
put their name in a drawing, and the winner is drawn from that. The VP elect should 
keep track of this. See VP notebook for more details. 

We really want to nominate Dean Satzler for National Outstanding Advisor of the Year, 
but he had not been our chief advisor for three years yet. When three years is up, 
somebody PLEASE nominate him for this award, as he really really really deserves it. If 
he does not win the first year, keep nominating him until he does. 

Fall and spring timelines appear later in this book. Follow them as best you can, but 
sometimes things will work better if you change some dates. Use your judgment. 
Service project information is the responsibility of the vice president, but there is some 
information regarding KS Hill in this notebook. We discovered that the mixture for the 
white wash should be: fill barrel half way with water, add 100 Ib bag of cement mix, then 
50 Ib bag of lime mix. If you fill the barrel more than half way, the whitewash will be 
too thin to stick to the letters. 

We started the Dean’s Letter to the Parents to try to increase membership. The master 
letter is in this notebook, and an electronic copy is in the president’s folder on the Tau 
Beta Pi drive on KSU Online. 

National Convention is in the fall, usually in October. The president is the chapter’s 
voting delegate, and it is nice if the vice president, VP-Elect and maybe one or two others 
would go as well. The VP-Elect will be the voting delegate the next year and would 
benefit greatly by attending. The convention credentials must be turned in during the 


-spring semester by May 31%. 
` District Conference is in the fall. The KSU chapter hosted it in the last couple years, so 


our turn in the rotation won’t be for a few years. 

Tau Beta Pi recognizes an Underclassman of the Year every spring. The application and 
interview questions from this year are included in this notebook. The coger has the 
letters we send. ThéWPbaok has photocopies of the plaque made for the winner. 

We also recognize a Company of the Year every fall. See the plaque in the Tau Beta Pi 
display case for previous winners. Make sure to plan the banquet for them. The VP 
notebook has photocopies of the plaques made for the Company of the year. 

Sample letters to eminent engineer candidates are also in this notebook. 

Report forms for graduate students and eminent engineer candidates are in a manila 
folder in this notebook. They must be sent in by mail. 

Signature Book information is also contained in this notebook. However the cataloger 
has the most up-to-date versions, and they should also be in the online folder. - 
Engineering Futures fliers and information is included in this book as well. 

We have a display booth at open house. Make sure we always have a display, and 
contact a Steel Ring member sometime during early during the spring semester to make 
sure we get a table reserved. 

We also present our organization to honors classes, ete. Talk with Dean Satzler about 
this. The presentation we have used for the last couple semesters in on KSU Online in 
the presidents folder. 


= Before the Company of the Year banquet in the spring, send out an email to the faculty 
(through Dean Satzler) giving them information on the banquet and who the company is. 

= We coordinate with Engineering Ambassadors for Company of the Year. However, WE 
actually pick the company and manage the contact information. Don’t let Dean Roberts 
con you into thinking that Ambassadors run the show. This is our award. 

= For the pizza party, 12 Gumby’s big ass pizzas worked very well. We tried 15 one 
semester, but it was too much. You can get 11 or 12 unless you have an election class of 
over 35. TBP has an account with Pizza Hut-(Aggieville location), and is charged to the 
Dean’s office unless we pay directly. Be sure to keep track of all members who attend the 
meeting because Nancy Logan in the Dean’s office will need a list of all members present 
in order to pay the bill. 

«If funds allow, having another pizza party/general body meeting at the end of the year 
works great to get people to come for the new officer elections. We have done this for 
the last two semesters and charged $2 per person, which reduces our cost significantly. 

= Tau Beta Pi Nationals gives out Scholarships and Fellowships every year. The 
Scholarship is $2,000 and the Fellowship is $10,000. Applications are in the back of this 
folder and are due each year in the Spring. The number giving out is significantly 
increasing! KSG has had 3 scholarship winners in the last 2 years. Encourage everyone’ 


to apply. 
= Keep this notebook and all other information up-to-date. 
» Have Fun!!!!! 


Things to Turn into Nationals 


« Report Eligibility. y &”” 

-+ e The ggtatoger obtains the list at the registrars’ office. Make sure that the cataloger 
asks for each student’s local address and the address of their parents. The first 
letter goes to the local address and the letter to the parents goes to the parents 

_ address. f 
ʻe- The corresponding secretary does the report of eligibility. There is an Excel 
spreadsheet available on the TBP national website which should make this 
process quick and easy. 

e After corresponding secretary sends this list in, you (the president) will receive an 
email approving the list. If you do not get this email within a few days of it being 
sent, call TBP at 1-800-TAU-BETA and ask about it. 

=" Report of Election 

e This corresponding secretary also does this. All that needs to be done is to log 

onto the national website at http://www.tbp.org/tbpelig/ using our ID (KSG) and 


fill out the Report of Election. It is mostly just checking boxes, The password ANA 
j A g 


changes periodically. The most recent one is: “ee-witdcats”. willie Wol doa a. 

e This needs to be completed at least 2 weeks before initiation. + 

e Again, you will receive an email approving the electees. If not, call nationals. 
You cannot hold election without this approval. . 

= Final Action 

+ Again, the corresponding secretary needs to complete this. It too can be done by 
logging into the website. 

e The treasurer needs to pay for the national dues of each of the member too. 


e The deadline for this is two weeks after the initiation. 
a Officer Election Report 
e You and the corresponding secretary should do this right after the officer election. 
Again, go to the TBP national website for this. It is due 2 weeks after elections. 
=" Ratification of Amendments 
e At nationals there will be amendment to the constitution which must be voted on 
by each chapter. Although this is not due until April 1, I recommend completing 
this as soon as possible. The officer election meeting or signing party are 
excellent times to accomplish this (any time pizza is provided). 


